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I. BACKGROUND 
 

This guideline is being established due to an identified need to have a Standard Operating 
Procedure for the preparation of an electronic receiving report commonly referred to as a 
“Receiver.”  A Receiver is necessary before payment of an invoice can be authorized.    It 
shows that receipt and acceptance of the goods and/or services by an authorized Government 
representative has taken place.   
 

II. PURPOSE 
 

The purpose of this Administrative Guideline is to outline the specific steps involved in the 
preparation of a Receiver.  

 
III. POLICY 
 

Upon delivery and acceptance of goods and/or services, administrative personnel or the 
designated Contracting Officer’s Representative (COR) will prepare a Receiver.  The 
Receiver should be prepared strictly in accordance with the payment schedule outlined in the 
contract.   

 
To prepare the “Receiver” (formerly known as Receiving Report) in Procurement Desktop: 

 
• Go to the Toolbar  
• Go to Procurement 
• Go to Postaward 
• Go to Receiver 

 
NOTE:  A receiver cannot be prepared in your Inbox.  

 
• You should use the Document Number given to the Award with a few exceptions: 
 
• Use a “Z” for the Beginning Alpha Letter in place of the existing alpha letter.   
 
• Use an alpha character for the first zero in the four-digit numbering sequence.  This 

needs to change for each payment.  (NOTE:  In a few instances, you may only have a 
three-digit numbering sequence after the fiscal year, change the first zero to the alpha 
character).  
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As you can see from the example below, we started with “Z” which identifies the 
document as a Receiving Report.  Next is the four digit Org Code, Next is the Fiscal Year 
of Award, and then the four-digit numbering sequence.  The first zero in the four-digit 
numbering sequence was changed to an alpha letter, which identifies the payment number. 

 
A = 1st payment 
B = 2nd payment 
C = 3rd payment 
D = 4th payment 

 
* IF THE GOODS AND/OR SERVICES ARE NOT ACCEPTABLE, CONTACT 

THE CONTRACTING OFFICER FOR GUIDANCE. 
 

• The Description should be the same as the description on the award document. 

 
 

• To find this, go to File and then Search. 
 

• Type in the Document Number or Title you want to find. 
 

• At this window, you will want to find and write down: 
 

• Document Description; 
• Most Current Awarded Document (i.e., C1190010169/0004);  
• Contracting Officer’s Representative; and 
• Owner. 
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• A sample search window is below.  This can be accessed by going to: 

 
• File; 
• Search. 

 

 
 

• Click on OK.  You then get the following screen, which will identify the “Owner.” 
 

 



Page 4 of 8

• The Receiver looks like this: 
 

 
 
• You’ll need to change the Received Date and Received Time to reflect the later of the two 

dates between the Acceptance Date and Invoice Received Date.  The system will default to 
the current date and time. 

 
• Check the “Inspected,” “Received,” and “Accepted” blocks. 
 
• Comments Block should be completed to include all of the following that apply: 
 

• Acceptance Date;  
• Invoice Date (if not known, add the words and leave the date blank); 
• COR Name, COR, and authorized.  (i.e., Eric Epstein, COR, authorized). 
• Approval by Registrar or Artwork Coordinator, including date;  
• Any special instructions or pertinent information that you want AOC or anyone else to 

see; and/or 
• Always specify the budget fiscal year, account number(s), and dollar amount(s) to be 

used.  NOTE:  The account number(s) must be the same numbers that are already 
specified in the Contract, Task Order, or Purchase Order.  In order to change account 
numbers, a modification must be issued to officially change the accounting information. 
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• Fill in the “Receiving Location” Block. 

 
• Next, click on “Find Match.” 
 
• Highlight the award document and click on “Select All Lines” so that your Payment Schedule 

carries forward.   
 
• Once all information is complete in the Order Number Block, click on “Okay.”  This takes you 

back to the Main Form.   
 

NOTE:  If you do not click on “Okay,” your information will not save and be carried 
forward. 
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• At the Main Form, click on “Line Items” tab. 
 
• The Line Items looks like the screen below.  Double-click on the Line Item to open it. 

 
   
• In the Shipment Block, click “Partial” Shipment versus “Final” if it is a partial.  If this is the final, 

leave final clicked. 
 

Go into the Line Item Comment Block and include only the wording from the contract 
document or simplified purchase for the payment(s) that you want to pay.    

 
NOTE:  You should verify that the Payment Schedule you are using is the most current 
schedule.  This requires that you look at the initial contract award and all modifications to 
see if one or more Payment Descriptions and Amounts changed. 

 
• Under Receipt data, change the Unit Price and Total to reflect the total payment amount(s) that 

you want to make. 
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• Delivery Date should be the Acceptance Date. 
 
• Once the form is complete, SAVE and CLOSE.   
 
• Once you are sure information is accurate, the document should be printed for your records. 

When printing, “Both Summary and Detail” should be checked. 
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• Route the Receiver to the Owner of the Contract/Simplified Purchase in Procurement Desktop.  
This can be found by searching for the document in Procurement Desktop.  The owner of the 
document will be identified. 

 
ONCE THE DOCUMENT IS ROUTED TO ACQUISITION MANAGEMENT, THEY WILL: 
 
• Review the document to ensure accuracy; 
 
• Add the date that the invoice was received to the Comments Block; 
 
• “Release” the Receiver in Procurement Desktop; 
 
• Stamp the Invoice with “IDEAS/PD Invoice.”  
 
• Add the Receiver Number to the invoice; and 
 
•  The person releasing the document in Procurement Desktop will sign the original invoice. 
 
• Invoices are then placed in the “Programs and Budget” inbox located in the server room. 
 
• A copy of the “electronic” Receiver will be printed for the contract file.  When printed, “Both 

Summary and Detail” should be checked. 
 
• Final payments will be printed or copied onto Green Paper. 
 

 


